OLD TOWN HALL USE POLICY

Old Town Hall Use Policy approved by the Board efeé8tmen on May 5, 2014.

1.0 PURPOSE

To communicate the permitted uses, related ruldgess for the Old Town Hall.

NOTE: The Selectmen offer the use of the Old Tovall kb residents and non-resident charitable,
civic, governmental, and other groups engagingditivities consistent with the Town’s mission to
provide the Town with resources and services thampte community activities, as well as private
functions.

2.0 AVAILABLE FACILITIES

UPPER HALL (including mezzanine (balcony)) LOWER HA
Auditorium seating 150 people Auditorium seating 2 p@ople
Table seating 120 people Table seating 96 people
Standing room 154 people Standing room 144 people
STAGE
Standing room 33 people Seating 24 people

3.0 RESERVATIONS

3.1 Use of either the upper and/or lower hall will beaofirst-come-first-serve basis with final
scheduling determined by the Board of Selectmen.

3.2 Reservation requests should be made a minimurmuofdeeks in advance of the requested
date, to allow for consideration and approval eyBwoard of Selectmen.

3.3 Where the four week advance requirement cannobbereed because the event could not
reasonably be anticipated, the Board of Selectrathoezes the Town Administrator to approve such
request at his or her discretion. The Town Admiatst may, at his or her discretion, deny such a
request pending review by the Board of Selectmen.

3.4  The Board of Selectmen reserves the right to rejeeservation request if the anticipated event is
likely to be unreasonably disruptive to regular fidwnctions, too large for the applicable hall capa
disorderly, dangerous to persons or property, @aniother way inconsistent with or in contravemid
any of the terms and conditions of the Policy détiermining whether such a likelihood exists, tlhad

of Selectmen may take into consideration the cdsteithe HALL USE AGREEMENT AND

LIABILITY WAIVER, i.e. “application” form, the hisory of the individual or group’s use of meeting
facilities elsewhere, and such other informatioit asay deem appropriate. The Board of Selectmen
reserve the right to reject a reservation requestiiiy other reason stated or not stated in thiseagent.

3.5 Reservations shall be made through the office ®@Bibard of Selectmen. No individual or group
may reserve or use either hall unless they commpilirespects with the provisions of the Policyd an



submit, in complete and fully executed form, the ®bwn Hall USE AGREEMENT AND LIABILITY
WAIVER hereafter known as the “application” and amgurance certificate requested, pursuant hereto.
Any false, misleading, or incomplete statementhen“application” form shall be grounds to deny the
use of Old Town Hall facility by the individual/gup.

3.6 The said written “application” Waiver of Lialtyl, shall also constitute a release by the indigid

or group and each and all of its members, of aayrchgainst the Board of Selectmen, the Town, and
its staff for any injury to persons or damage taperty suffered by such individual or group or afy

its members during or as a result of the use ofldeTown Hall, except as insofar as such injury or
damage is directly and solely caused by the negtiger intentional misconduct of any person
belonging to or acting on behalf of the Board deSenen, the Town, or its staff.

3.7 Lessee cannot sub-lease any part of the OlchTrdall facility.
3.8 Lessee can only use Old Town Hall facility floe approved use.

4.0 FACILITIES FEES

4.1 Town Departments and Town Committees conducting@gowent business (per hall/building) will
not be charged a fee.

4.2 Town resident and non-resident non-profit, civid @anivate functions (per hall/building) for
single event use. Resident non-profit and residiert events will demonstrate an obvious
benefit to the Town residents in whole or in paraur hour minimum hourly charge will be
applied (base + hourly). US Dollars.

Resident Non-Resident
Non-Profit Civic Private Non-Profit Civic Private
0+10 0+10 200 + 35 250 + 50 250 + 50 350 + 50

4.3 Town resident and non-resident recurring functioedtings and other professional use). The
lower hall only is available for use. The majotythe attendees must be a minimum of 21 years
of age. The use of this hall by youth groups ssdiraged. Hourly Charge. US Dollars.

Resident/Local Business Non Resident/Non-local busiss
50 100

Holiday and weekend charges may increase at solesdietion of the Board of Selectmen.
Base and hourly fees can be waived at sole discartiof Board of Selectmen.

Obvious abuse of residents ‘sponsoring’ non-residéevents will result in application
denial and the resident’s forfeiture of right to request use of the Old Town Hall facility in
the future.

Obvious abuse of residents presenting private eveniis non-profit or civic will result in
application denial and the resident’s forfeiture ofright to request use of the Old Town Hall
facility in the future.



4.4 Kitchen standard rate per event. US Dollars.

Resident Non Resident
Non-Profit Civic Private Non-Profit Civic Private
0 0 50 75 75 75

4.5 Security Deposit

4.5.1 A security deposit of $250 (US) per hallwé charged to any individual or group using the
Old Town Hall, however the fee shall not apply tmvh Departments and Committees conducting
Town business. Deposit can be waived at sole disoref Board of Selectmen.

4.6 The Board of Selectmen retains the right &ovevany and all fees at its sole discretion.
5.0 DAYS AND HOURS OF AVAILABILITY

51 The Old Town Hall is available:
Sunday through Thursday from 7AM-11PM.
Friday and Saturday from 7AM-12 Midnight.
Events shall not exceed use of the Old Town Halhfore than 8 hours in any calendar day.

6.0 APPLICATIONS, RESERVATIONS, ANDSCHEDULING

6.1 Applications for Old Town Hall use and reservatiequests may be made by completing the Old
Town Hall, HALL USE AGREEMENT AND LIABILITY WAIVER, i.e. “application” forms available at
the Board of Selectmen office and submitting therthe Town Administrator.

6.2 Reservation requests must be made by adults 25 geatder.

6.3 Reservations may be made no more than 2 yearyamee and no less than four weeks in
advance of the event date (See 3.3 for the exceftithis).

6.4 Reservations shall be considered, subject to gomdf the Old Town Hall Facility Use Policy.

6.5 Cancellations must be received at least ten dagdvance of the scheduled event. Cancellation
less than ten days in advance of the function skslllt in forfeiture of the base fee, if appliabl

The Board of Selectmen may waive such forfeiture@xtenuating circumstances, upon written request
of the applicant. The Board of Selectmen may suspat use privileges for three months for
individuals or groups that repeatedly cancel events

6.6 The Board of Selectmen shall have the rightaocel, reschedule, or switch halls for events
that conflict with Town-sponsored programs andigngs. The Town Administrator will make his
or her best effort to give advance notice.



7.0 RULES FOR USE

7.1 No group or individual using a hall shall:

7.1.1  Sell or promote any material or service for privatefit or gain.

7.1.2 Engage in fundraising activities without havingistgred with the Public Charities
Division of the Attorney General’'s Office, unlesgh entity is not required to register with the
Attorney General's Office.

7.2 Groups or individuals using the Old Town Hall vatihere to the SEATING CHARTS
provided in the Old Town Hall USE AGREEMENT AND LBALITY WAIVER, i.e. “application”.

7.3 State law prohibits smoking or the use of illegddstances in public Buildings. Individuals or
groups shall not allow any disorderly persons toam or loiter within the Facility, nor permit thise

of foul and/or abusive language; nor permit thellffato be used for any other purpose except as se
forth above nor for any unlawful, immoral, or inéat activity; and shall confine their activitiesthe
specific Hall under the terms of the HALL USE AGEEMT AND LIABILITY WAIVER, i.e.
“application.”.

7.4 Posting or mounting materials on walls, ceilingght fixtures, columns, doors, or equipment is
prohibited.

7.5 Use of rice, confetti, bubbles, or similar itemgpishibited.

7.6 No portion of the sidewalks, entries, passagesibidss, halls, or stairways of the Old Town
Hall Facility shall be obstructed by the individwalgroup or used for any purpose other than fgireiss
and egress, to and from the Old Town Hall. The slagtairways, hallways, corridors, and passageways
shall not be obstructed. The plumbing (toiletsksjriaucets, drains, pipes, and the like) shalbeotused
for any purpose other than that for which they wemestructed.

7.7 Individuals or groups are responsible for payingtfie replacement or repair, at the Board of
Selectmen’s discretion, of lost, stolen, or damagkdTown Hall equipment and furnishings.

7.8 Individuals or groups shall, at their own expemsecure any license or permit necessary for the
conduct of their meeting.

7.9 If, in the opinion of the Board of Selectmen, tlmegence of a police officer is advisable, the
individual or group using the facilities will hiene (or more) Police Officers, at its own expeRsgice
officers may be requested by calling the Policeddepent at 978-649-7504 at least two weeks in
advance of the event.

7.10 No Individual or group may use the facilities farygourpose that would directly or indirectly
violate the civil rights of others as set fortid USC 1983, Massachusetts General Law, Chaptd&, 151
and Article 1 of the Declaration of the Rights loé tMassachusetts Constitution, as well as othezrbkd
State, or local law.



7.11 Atthe discretion of the Board of Selectmen, arra@ppate number of adult chaperones must
accompany minors.

7.11.1 Names of adults responsible shall be included erHALL USE GEEMENT AND
LIABILITY WAIVER, i.e. “application” form.

7.12 In issuing posters, press releases, or other piybiiedividuals or groups may not state nor imply
that their programs are sponsored, co-sponsoragmoved by the Town, or the Board of Selectmen,
unless the event or program is Town sponsored.

7.13 The Town, the Board of Selectmen, the Town Admiaist, and Town employees assume no
responsibility for the loss, theft or damage of angperty of any group or individual using the Haci

7.14 Individuals or groups using either the upper ordowall shall ensure that the maximum
capacity of the respective hall use is not exceeded

7.15 Individuals or groups using the Old Town Hall agreendemnify and hold harmless the Town
and its employees, officers, agents, and represergdrom any and all suits, actions, claims, amdnds
of any nature arising out of or brought on accairany injuries or Damages sustained by any peason
a consequence or result of their use of the Oldrirdadl, its furnishings, or its equipment. This ieglis
part of the HALL USE AGEEMENT AND LIABILITY WAIVER,i.e. “application.”

7.16 Individuals or groups using the Old Town Hall shmlrequired to obtain private
event insurance at the following levels:

1) General Liability of at least $1,000,000 Bodily Injury and Property
damage Liability, Combined Single Limit with a $300000 Annual
Aggregate Limit. The Town of Tyngsborough must bened as an
"Additional Insured".

2) Liguor Liability (applicable for any renters who are serving alcpbbl
at least $1,000,000 Occurrence/$3,000,000 Geng@gile§yate. The Town of

Tyngsborough must be named as an “Additional Irdsure

3) Umbrella Liability of at least $2,000,000/ occurrence, $2,000,000éagge. The Town
of Tyngsborough must be named as an Additionalrétsu

7.17 An Individuals or groups reserving eithes tipper or lower hall assume full responsibility fo
providing and paying for special accommodations déina requested by participants in accordance with
The Americans with Disabilities Act.

7.18 Individuals or groups wishing to bring equipmernbithe Old Town Hall must make
arrangements at the time the HALL USE AGREEMENT ANBBILITY WAIVER, i.e.
“application.” Is signed.



7.19 No sporting events or athletic events are allowassive activities such as Yoga and the like are
permitted in the Lower Hall only.

7.20 Reservation requests must specify entertainmeog farovided per the Board of Selectmen
Application for Entertainment (attached to thisreggment”). The Board of Selectmen may approve
entertainment requests not inconsistent with amefas, State, or local law or regulation, but reser
the right to deny entertainment determined to ligrdental to the Town.

7.21 No performance or any other event presented i©tdd own Hall shall be broadcast by radio
or television or by any other means such as sowdlia, cell phone, computer, and the like, without
written consent of the Board of Selectmen or Tovdm#istrator.

7.22 Parking is restricted to legal parking areas. Tler® on-site parking at the Old Town Hall.
There is no parking on Kendall Road. Under no ansiances are vehicles to be driven or parked
on the grass area or along the Old Town Hall draseviParking is available in the parking area
adjacent to the Adams Barn (216 Middlesex Roaeé)ptrking areas adjacent to the Winslow
School/Littlefield Library (250 Middlesex Road) akdrwell Road between Kendall Road and
Middlesex Road.

7.23 The OId Town Hall shall be left in orderly and alezondition. Individuals or groups that do not
leave the building in an orderly and clean conditimay forfeit their security deposit. Individuals o
groups may also be subject to additional cleanosgsc

7.24 Three trash, and four recycling carts, are avaldbi use, to dispose of waste associated with
events at the Old Town Hall. Per the Town of Tymgsbigh Mandatory Recycling Bylaw, all
individuals or groups using the Old Town Hall shatisure that all recyclable materials are separated
and placed in the referenced recycling carts. thésresponsibility of the individual or group ugithe

Old Town Hall to dispose of waste and remove reafylels in excess of these carts.

7.25 No food or beverage shall be stored in or in thea@diate vicinity of the Old Town Hall.
8.0 SERVING OF ALCOHOL AND/OR FOOD

8.1 All alcohol shall be served by a TIPS-certifiedtbader, whether function is public or private.
Individuals or groups are responsible for obtainitgS-CERTIFIED service personnel. Individuals or
members of groups are prohibited from bringingrtbain personal alcoholic beverages.

8.2 The sale or service of alcohol of any kind at aen¢where a fee is charged for entry or is open
to the general public requires a ONE-DAY LIQUOR BHRSE, issued by the Board of Selectmen. The
Board of Selectmen is able to issue up to 30 cfehieenses per year. Individuals or groups seeking
use the OIld Town Hall and serve alcohol in accardanith this provision shall be responsible for
securing the required license.

8.3 Alcohol may be served at private, non-ticketediparin accordance with the laws of the
Commonwealth of Massachusetts, as declared in lth& @vn Hall Function Hall Agreement.
Alcoholic beverage service at such events shagtirbeided only by TIPS-CERTIFIED bartenders.



8.4 Individuals or groups using the Old Town Hall agreelefend, indemnify, and hold
harmless the Town of Tyngsborough, the Board oé@elen, the Town Administrator, Town
employees and/or agents, from any and all damagm, hinjury, including personal injury to third
parties, arising out of or resulting from or related to, directly or inditly, the serving of alcohol.

9.0 GENERAL
9.1 Emergencies

9.1.1 Individuals or groups are advised to orient theammbers to the exit routes available in
case of emergencies.

9.2 Facility Closure

9.2.1 In the event that the facility closes for a weattrmergency or for any other reason,
events are automatically cancelled, and the Bob&klectmen takes no responsibility for
notifying participants.

9.3 Exceptions to these REGULATIONS may be made atliberetion of the Board of Selectmen
as it deems in the best interest of the Town.

10.0 ASSIGNMENTS

10.1 The applicant shall not assign any part or alhefHALL USE AGREEMENT AND
LIABILITY WAIVER, i.e. “application.” without the pior consent of the Board of Selectmen.

10.0 BOARD OF SELECTMEN'S RIGHTS

11.1  The Board of Selectmen shall have the right to fzeess to or to make inspections at any time
and at any occasion to insure compliance with tAelHUSE AGREEMENT LIABILITY WAIVER,
i.e. “application” and this policy.

11.2 The Board of Selectmen does not relinquish the tiglontrol the management of the Old
Town Hall and to enforce all necessary and proplesrfor the management and operation of the
building.

12.0 RESPONSIBLE OVERSIGHT

12.1 The Town Administrator shall arrange thataitd Town resident, employee or official will
be continuously present, responsible to open tiidibg, monitor an ongoing event, operate the
building’s equipment, and close the building. Sadlvidual shall be responsible for adhering te th
OPENING, OPERATING and CLOSING checklists providgdthe Board of Selectmen. Said
responsible individual shall not be responsiblesteirup for an event, take down or clean-up
following an event.



13.0 CLEANING

13.1 All tables and chairs used in a hall where foot@rerages were present must be cleaned and
sanitized and properly stored, prior to the enthefrental period. Tables and chairs shall be ozgdn

in front of the stage. Tables should be stackeld e table right side up and the other on top of i
upside down. Chairs should be stacked in setvefith the faces of the chairs positioned in the
direction of the stage.

13.2 The floor in a hall where food or beverages wess@nt must be swept and vacuumed prior to
the end of the rental period.

13.3 If the Kitchen is used, all apparatus/equipmernsits, and tableware accessed must be
washed and sanitized and properly stored, andabewashed prior to the end of the rental period.



OLD TOWN HALL
KENDALL ROAD
TYNGSBOROUGH, MA 01879
978-649-2314
Single Event

HALL USE AGREEMENT AND LIABILITY WAIVER

Applicant Name:

Organization:

Address of Applicant:

Contact Phone Numbers: HM/WK:

Mobile:

Email:

Requested date(s) of use:

Requested time of use: AM/PM to /PN

Event Description:

Anticipated number of attendees (total people iitding):



Circle all applicable categories:

APPLICANT: Resident Non-Resident

USE: Government Fund Raiser Civic ivite Other*

* Board of Selectmen will determine cost fee catggo

Non Profit ID:

Occupancy Requests:

UPPER HALL

Auditorium Seating Requested (max. 150):
Table Seating Requested (max. 120):
Standing Requested (max. 154):

LOWER HALL

Auditorium Seating Requested (max. 102):
Table Seating Requested (max. 96):
Standing Requested (max. 144):

STAGE

Standing Requested (max. 33):

Seated Requested (max. 24):

AMMENITIES (circle): Food Liquor Eertainment
Food (circle one): None Bringing Your Own  *Caterer
* Caterer name:

Must provide Certificate of Insurance and copy atecing License with address and phone
numbers.



Liguor: Liquor License (One Day) Y / N. Must b&5 Certified to obtain a license. TIPS Certified
person must be present when alcohol is being ser&ezbpy of TIPS certification must be provided to
the Town 10 days prior to the event.

TIPS Person:

Contact phone number:

TIPS Person:

Contact phone number:

Notes/Set-up Instructions:

NOTE: The total number of guests must be confirm@days before the event.

Police Requested: Y/ N POLICE REQUIRED: Y / N

Entertainment Y / N (See Entertainment Formschtd)

Equipment Brought In: Y / N What kind?

Youth event? Y /N

Names, addresses and contact phone humber(syohsakle adults:




Basic Rental Fee:

Additional Hourly Rental

Security Deposit $250.00 (Returned 14 days aftent.)

Balance Due (Mugtdad 10 days in advance.)

| have read and accept the terms and payment dehexulained in this HALL USE AGREEMENT
AND LIABILITY WAIVER, i.e. “application”

Signature of Applicant: Date

s DO NOT FILL OUT BELOW THIS LINE*+sis

Received by Date

Basic Rental Fee:

Additional Hourly Rental:

Security Deposit: $250.00 (Returned 14 days aftent.)

Balance Due: (Mugpdnd 10 days in advance.)

Approved by the Board of Selectman/Town Adminigtrat

ate D




OLD TOWN HALL
KENDALL ROAD
TYNGSBOROUGH, MA 01879
978-649-2314
Recurring Event

HALL USE AGREEMENT AND LIABILITY WAIVER

Applicant Name:

Business Name:

Address of Applicant:

Contact Phone Numbers: HM/WK:

Mobile:

Email:

Requested date(s) of use:

Requested time of use: AM/PM to /PN

Event Description:

Anticipated number of attendees (total people iitding):



Circle all applicable categories

APPLICANT: Resident/Local Business Non-ResidNon-local business

Occupancy Requests:

LOWER HALL
Auditorium Seating Requested (max. 102):
Table Seating Requested (max. 96):

Standing Requested (max. 144):

Food (circle one): None Bringing Your Own *Cr

* Caterer name:
Must provide Certificate of Insurance and copy atiecing License with address and
numbers.

NOTE: The total number of guests must be confirih@days before the event.

Police Requested: Y /N POLICE REQUIRED: Y /N

Equipment Brought In: Y / N What kind?

phone

Youth event? Y/N

Names, addresses and contact phone number(spohsaile adults:

Basic Rental Fee:

Additional Hourly Rental

Security Deposit $250.00 (Returned 14 days aftent.)

Balance Due (Must be paiday@ in advance.)




| have read and accept the terms and payment dehexjlained in this HALL USE AGREEMENT
AND LIABILITY WAIVER, i.e. “application”

Signature of Applicant: Date

Frrxk*DO NOT FILL O UT BELOW THIS LINE***sx

Received by Date

Basic Rental Fee:

Additional Hourly Rental:

Security Deposit: $250.00 (Returned 14 days afient.)

Balance Due: (Mustdid 0 days in advance.)

Approved by the Board of Selectman/Town Adminisirat

ate D




